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Effective Date Statewide: 12/05 Revision Date

TRANSACTION REVERSAL

Description: 

Use this screen if a payment is entered in error, or returned check for Non-Sufficient
Funds (NSF).

Reference: 

Accounting Manual

Overview: 

Use this screen to locate the transaction to be reversed. Search by Journal and
Transaction Number, Case Number or Name. Once a transaction has been reversed, it
cannot be reversed again. The payment must be re-entered through the cashiering
screen. Only a clerk with Accounting Reconciliation right may assigned themselves to a
journal.
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Procedure/Computer Entry

1. From the Primary menu screen, select Cashiering!  

2. Type Password, select Continue.

 

3. Select Journal > Transaction Reversal.
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4. Enter Case Number or Name or Journal and Transaction numbers.  Select
 Find.

5. Select the transaction to be reversed.  Highlight the transaction to display
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The reason entered needs to accurately explain why the receipt was voided. The
reason entered must demonstrate to others reviewing the accounting records that the
void receipt was valid and the monies accounted for properly. 

and select Transaction Detail.

6. Select Reversal Type, Regular.

Non-Sufficient Funds (NSF) Reversals should only be completed by Authorized
Personnel.  If NSF, verify the NSF fee applies; if not, unselect the box. See NSF
procedure. 

To insure the correct transaction is being reversed, view the transaction detail prior
to reversal. If the transaction is going to be re-entered, note the following: Payor,
Payment type, Check number and Type, Amount or Credit Card information.
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All district courts should use the CORIS supervisor approval option. The clerk
performing the reversal shall complete the reversal screen, including the reason for
the reversal, prior to obtaining supervisor approval for the reversal. 

7. Select the Use Free-Form Reason and type the reason for reversal. 
Provide as much information as possible.

8. A supervisor with permission to reverse transactions must select name
from drop down box, enter password and select Approved.

9. Select Enter. A message will appear stating the reversal was successful.

10. Select Exit to return to the Cashiering Screen.  If necessary, re-enter
transaction at this time.

11. If a clerk with Accounting Reconciliation rights needs to assign themselves
to a journal, follow these steps.

A. Accounting > Accountant Reconciliation

B. User
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³

Verification will appear.

C. The Accountant Reconciliation screen will appear.

D. Make sure the correct journal is displayed at the top of the
screen. Then select Assign to Journal.



TRANSACTION REVERSAL

7DCCTR Procedure Transaction Reversal                                                                                           12/05

E. This screen will appear.  Select Yes.

F. The clerk is now on the current journal.


